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Dewartment of Labor 

Manpower Coordinator 

I Specia l  Serv ices  Division 
Contracts Sec t ion  

656-5573 

.) D. Lloyd Groover 

ESTABLISH DISPOSITION STANDARD; DISPOSE OF PRESENT ACCUMULATION; 
RECORD WILL CONTINUE TO ACCUMULATE. NO FURTHER ACCUMULATION ANTICIPATED I 

What i s  t h e  funct ion of t h e  o f f i ce  i n  which t h i s  record series is created? LU.  

The Training Division i s  under the general  admin i s t r a t ive  d i r e c t i o n  of t h e  Deputy Director of 
the Employment Secur i ty  Agency and is respons ib le  f o r  t h e  development, implementation and super- 
v i s ion  of Manpower Programs. 
t h a t  affect the Georgia Department of Labor and local subcontractors .  These con t r ac t s  spec i fy  
the a c t i v i t y  under CETA t h a t  i s  t o  be provided, i .e . ,  I n s t i t u t i o n a l  Training,  Ind iv idua l  Referr? 
On-the-Job t r a i n i n g ,  Publ ic  Service Employment, Work Experience Orientation/Assessment, Supportj 
Service etc., or a combination of a l l  of these .  

The Contracts  Sec t ion  handles a l l  Incoming and Outgoing con t r ac t s  

I '- 

and f i l e  arrangement). 

Area, Ac t iv i ty  and subcont rac t ,  & Interagency correspondence & memoranda. 

. . ,  
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YES ' N? QUESTIONNAIRE PI.C. .n " z "  t n  t h e  r o i u . n .  I f  a n a w ~ r  I .  "TLS." p1ra.r  e . p l . l n  

13. Is t h i s  t h e  Record Copylof t h e  ser ies?~ ,i [ X I  : 
1 4 .  Is the re  a dupl ica t ion  o f ' t h i s  series i n  another of f ice  o r  agency? . [ X I  [ : 
15. Is the:i:n(o$atton contained i n  t h i s  series ever sunqnarized o r  published? [ X I  [ : 
16. Does t h e  series contain c l a s s i f i e d  information ' requi r ing  secu r i ty  handling? [ 1 [xi 

I I . ~ ~ .  

> .  
Fiscal , Central  Records, and Monitoring/Evaluation ' ! 

Attach copy of summary o r  publ icat ion.  

. .  

17. Does t h e  series i n i t i a t e ,  amend or terminate agsncy po l i c i e s  and procedures? ~ [ 3 [X: 

18. Could the  funct ion be performed i f  t h e  f i l e s  were l o s t  o r  destroyed? [ 1 [x: 
19. Is t h e  series ( o r  major por t ion  of it) regular ly  microfilmed? If yes ,  why? I 1 [x: 

- 

20. Doe . t h e  

21. -Does t h e  record series contain jlncumentation ,prodgced as EDP pr in tou t?  -P r in tou t s [  1 .~ [rr 
- about en ro l l ee  wages'; f r i n z e .  benefits , allowanckh ,  and s t a f f  s a l a r i e s  r 'cvd from EDP 

22. Has . the Federal Government issued ins t ruc t ions  governing t h e  retent ion/dispo-  . [ X I  [ : 

ecord series Srovide data as i n  u t  t o  an EDP f i l e ?  These con t r ac t s  are [XI [ : u t l a l zed  s y  our  F i s c a l  and Cent ra l  Recor B s Unit t o  feed information data t o  EDP 

s i t i o n  of these  f i l es?  Administrative Procedures Manual P a r t  11, Sect ion 11716.01 

23. W i l l  t he re  be a need f o r  these  records 10, 15 years  from now? I f  yes ,  what? [ 1 [x: 
3 years  following t h e  terminat ion of 

24. REQUIREMENTS. The following requires  the f i l e s  t o  be 'kept  years:  each cont rac t  

a. [ ]STATE b. [ ISTATWl'E OF c .  [ ] A U D I T  .d. [XIFEDERAL e .  [ ]ADMINISTRATIVE f .  []HISTORICAL 
LAW LIMITATION PERIOD L A W  DECISION VALUE 

Administrative Procedures Manuel - P a r t  11, 11716.01 
"CETA Records become obsole te  3 years  from da te  of l as t  ac t ion  taken on cont rac t"  

(Cite  Law, S t a t u t e ,  o r  o ther  reason f o r  the r e t e n t i o n  requirement) 

---_I-__ - - _ _ _  
25. AGENCY R E C O M N D A T I O N S .  This agency recommends t h a t  the  f i l e  series be, cu t  o f f  at t h e  end- 

of each -[]CALENDAR YEAR -[]FISCAL YEAR -NOTHER See below ,then : 

[ ] Hold i n  t h e  current  f i l e s  area ,month(s ) /  year(s): 
[ . ]  Transfer  t o  [ 1 S t a t e  Records Center [ ] Local Holding Area; hold ~~~ y ear(s) :  
[ ] Destroy. 
[ ] Transfer t o  State Archives f o r  permanent r e t en t ion .  

' 

- [ I Destroy immediately aft-er cut-off. ~~ 

~ .~ - ~ . - ~  - ~ ____~ ~ - ~~ 

Other: (Specify)  
W O h ~  te'tTiz~nati6n Of-the-?i6intI'acts 'and close'out bg tlje ageicy , transfer to inact ive f i le ;  
Cut o f f  i nac t ive  f i l e  a t  end of each fiscal year;  
Hold i n  cu r ren t  f i l es  area  1 year;  
Then t r a n s f e r  t o  S t a t e  Records Center; 
Hold 2 years ;  then destroy 

( Ind ica te  b r i e f l y  ra t iona le  for recononendation ab ue/or write 'addi t ional  remarks)  



R E C O R D S  D I S P O S I T I O N  $ 
OF 

GCORG I A 

Dates of Series 
7-1-75 - Present 

E S T A B L I S H  D I S P O S I T I O N  S T A N D A R D ;  D I S P O S E  OF P R E S E N T  A C C U M U L A T I O N ;  
R E C O R D  W I L L  C O N T I N U E  TO A C C U M U L A T E .  N O  F U R T H E R  A C C U M U L A T I O N  A N T I C I P A T E 1  ' I 

Contracts F i l e  

I 
11 - This f i l e  contains the following document7 (include form numbers end t i t l e s ,  i f  any, 

. and f i l e  arrangement). 
Documents Relating t o  z Preparing, administering and/or maintaining CETA contracts 

Included are: A l l  T i t l e  I, 11, I11 & VI CETA contracts and correspondence f o r  the Balance of 
State (Gcve-inor's Office),  Middle Georgia-Consortium (Wacon) , Central Savannah River Area 
Manpower Consortium (Augusta) and Cobb Counties i n  addition t o  specif ic  contracts €or DeKalb, 
Fulton, Savannah, Columbus and Atlanta p l u s  monthly and quarterly reports of accomplisl?per.ta by 
Area, Activity and subcontract, & Interagency correspondence & memoranda. 

4 Fi l e  i s  arra=: 
numerically CETA T i t l e  number. 

Geographically by area, thereunder numerically by contract; thereunder I 
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[ X I  [ 1 
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16. Does the  s e r i e s  contain c l a s s i f i e d  information. requiring secu r i ty  handling? [ 1 [ X I  

17.  Does t h e  s e r i e s  i n i t i a t e ,  amend o r  terminate agency pol ic ies  and procedures? t I [ X I  

QUEsTro"A[ RE P:.c. a n  -.- 81 I I .  DPOD.~ column I (  .n.we~ I .  " l r z . "  PI.... . x p l . l n  

13.  Is t h i s  t he  Record Copy of t h e  series? [ X I  I '  ,i 

14. Is the re  a duplication of  t h i s  series i n  another o f f i c e  o r  agency? 
F i sca l  C e n t r a l  Records, and Monitoring/Evaluation 1 .  (\. $--\ 15. Is th2 -infomation contained i n  t h i s  s e r i e s  ever sunnarized o r  dublished? 
Attach copy of summary or  publication. 

18. C o u l d  t h e  function be performed i f  t h e  f i l es  were l o s t  o r  destroyed? 1 1  [ X I .  

[ 1 [ X I  19. IS t h e  s e r i e s  ( o r  major portion of it) regular ly  microfiimed? If yes, why? 

I e.  [ ]STATE b. [ I S T A T V T E  OF c .  [ ] A U D I T  d. W F E D E R A L  e. [ ] A D M I N I S T R A T I V E  f .  [ ]HISTORICAL 
LAX L I M I T A T I O N  P E R I O D  LAW D E C I S I O N  VALUE - 
A h i n i s t r a t i v e  Procedures Manuel - Par t  11, 11716.01 
"CETA Records become obsolete 3 years from date of last  ac t ion  taken on contract"  

(Cite L a ,  Statute, o r  other reason for the retention requirement) 

___I- ~- - 

20. Doe the  ecord series rovide data  as i n  u t  t o  an E D P  f i l e ?  These cont rac ts  are [XI [ ] 
utrfi ized %y our Fiscal%nd Central  Recor B s U n i t  t o  feed information da ta  to EDP 

21. Does t h e  record s e r i e s  contain documentation produced a6 EDP Printout?  1 
about enro l lee  wages, f r inge  benef i t s ,  allowances, Hnd s t a f f  salaries r 'cvd from EDP 

22. Eas  t h e  Federal Government issued ins t ruc t ions  governing t h e  retention/dispo- 1x1 [ ] 
s i t i o n  of these files? AbminisfraTivS ljjroFeaureS F%an&l Part  II,-S&tIon 11716.01 

Pr-ntoutsI 1 

-- 23. Xi11 t he re  be a need f o r  these records 10, 15 years from now? If yes,  what? [ 1 [XI 

I 3 years  following t h e  termination of 
2b. REQUIREMENTS. The following requires the  f i l e s  t o  be'kept years:  each cont rac t  i 



Records Schedule 

DEPARTMENT OF LABOR 
Employment Security Agency ; 

Employment, ,Training and Planning Division 

- No Description 
75-149 WORK INCENTIVE C L y m  CASE FILE - 

Documents relating to maintaining 
enrollment, termination and follow- 
up records on individuals partici- 
pating in various components of the 
Work Incentive Program. Included 
are information identifying the client 
and project; information gathered in 
the foblow-up of clients to verify 
their activity in the project, and 
benefits received from the program 
and information gathered when the 
client is terminated. Forms in- 
cluded are MA 5-98, MA 5-99 *WIN 
Monthly Program Summary Reports; 
RS 5-98, WIN Registrant Tally 
Sheet; MA 5-97, WIN Status Change 
Notice; F-1, WXN Follow Through 
Record; C-2, Team Transmittal Sheet; 
MA 6-72, Eligibility Declaration; 
OMB No. 44-R01490, WIN Monthly Pro- 
gram Activity Summary - Section A; 
S5-97, WIN Participant History. 
Files are arranged geographically by 
area; thereunder numerically by proj- 
ect number; thereunder numerically 
by social security number. 
Work Incentive 

r 76-175 COMPREHENSIVE EMPLOYMENT AND TRAINING 
ACT (CETA) CONTRACTS FILE - Documents 
relating to preparing, administering 
and/or maintaining CETA contracts. 
Included are all Title I, 11, 111, & 
VI CETA contracts and correspondence, 
for the Balance of State (Governor's 
Office), Middle Georgia Consortium 
(Macon), Central Savannah River Area 
Manpower Consortium (Augusta) and 
Cobb Counties in addition to specific 
contracts for DeKalb, Fulton, Savannah, 
Columbus and Atlanta plus monthly and 
quarterly reports of accomplishments 
by Area, Activity and subcontract, & 
Interagency correspondence & memoranda. 
File is arranged geographically by area, 
thereunder numerically by contract 
number; thereunder numerically by CETA 
Title number. 

4- 

Disposition 
Upon -c&pletion of l2-month follow-up on all trainees, , . ,,*::- 
transfer to inactive file; 
cut off inactive file at end of 
each fiscal year; taen 
(1) Central Record (Central 
Office) file: transfer to State 
Records Center; hold 3 years; 
then destroy. 
(2) District Office file: transfe 
to local holding area; hold 2 
years; then destroy. 
Note: Do not destroy until 
Federal Audit has been ,completed. 
APPROVH): 06/20/75. 

Upon termination of the contracts 
and close-out by the agency, 
transfer to inactive file; cut 
off inactive file at end of each 
fiscal year; hold in current 
files area 1 year; then transfer 
t o  State Records Center; hold 
2 years; then destroy. 
APPROVED: o m a ~ 7 6 .  


